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ASSI STANT POLI CE CHI EF

(Pronmoti onal Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses highly responsible adm nistrative and
supervi sory | aw enforcenent positions, the primary duty of which
is assisting the Police Chief in overseeing the operation of the
police department. An incunmbent of this class may be assigned
to performthe duties of the Police Chief in the absence of the
Chi ef. Enpl oyees in the class of Assistant Police Chief oversee
t he managenent and mai ntenance of equi pnment and supplies, nake
purchases for the departnent and assi st in accounting for noney
and assets, provide for the keeping of records on personnel and
equi prent, and assist the Police Chief in performng all

adm ni strative functions of the departnent. The Assi st ant
Police Chief also supervises and trains subordinate departnent
personnel in the performance of |aw enforcenment duties. Thi s

class ranks directly bel ow that of Police Chief, and incunbents
of the class receive work assignments from and have work
reviewed by the Police Chief.

EXAMPLES OF WORK
Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither

are they intended to exclude other duties which may be | ogi cal

assignnents to this cl ass.

Perfornms the duties of Police Chief in the Chief’s absence.
Assi sts the Police Chief in conducting research and pl anning for
prograns and activities of the departnent; assists in
determ ni ng how to organi ze assi gned servi ces of the departnment
and in deploying personnel. Recommends managenent poli cies,
goal s, and objectives. Conducts inspections of departnent
services, evaluates the effectiveness of the services, and nmakes
recommendations for <correcting problens. Revi ews i ncom ng
conmuni cations and routes work to the appropriate person or
| ocati on.

Revi ews new | aws, regul ations, and court rulings to determne if
changes i n departnment policies and procedures are needed. Wbrks
with boards and agencies, such as retirenment boards and police
of ficer training agencies, offering information and assi stance
when required.

Aut hori zes the expenditure of funds allocated for police
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depart nent operations, making sure such expenditures are within
department budget. Purchases or recomends the purchase of
equi pmrent and suppli es.

Assi sts the Police Chief in determ ning what information should
be included in departnment records. Supervises the preparation
and mai nt enance of departnmental records and reports by revi ew ng
records conpl eted by subordi nates and by periodically i nspecting
systens and facilities for maintaining such. Conpletes records
and wites reports required to docunent activities of the police
depart nment. Wites letters to answer requests or to handle
needs of the departnent.

Serves as representative for the departnment at neetings of
commttees and civic groups to give reports, offer advice, make
recomendati ons, or keep informed on l|ocal trends that nay
affect the police service. Makes speeches or conducts
denonstrations on |aw enforcenment topics at schools or for
citizens’ groups. Answers questions for the public about the
operation of the police departnment of related areas of |aw
enf or cenment . Coordi nates the work of the departnment wth
related federal, st at e, and | ocal agenci es, rel easi ng
information and giving assi stance when needed.

Supervi ses subordi nate departnent enployees. Assigns work and
approves | eave. Hol ds neetings for the purpose of receiving
reports or dissenm nating information. Reviews reports witten
by subordinates. Provides on-the-job training for subordinates
and assistance in technical areas of work. Counsels enployees
who are experiencing work problens and resolves enployee
conpl aints and grievances. Wites enployee eval uation reports.
Mai nt ai ns di sci pline anong enpl oyees of the departnment.

Devel ops a training program for the departnment and sees that
such program is properly staffed and supplied with training
resources. Serves as an instructor.

Supervises the general car e, mai nt enance, and use of

depart nment al equi prment , vehi cl es, and property of the
departnment. Arranges for repairs and nakes inspections to see
that these were properly acconplished. Mai nt ai ns depart nent

inventory of supplies and equi pnment, and orders and disburses
suppl i es.

Assists the Police Chief in managing all |aw enforcenent
functions of the departnent, including patrol, traffic contro
and traffic accident investigation, crimnal investigation,

special tactical operations, handling of juveniles, and
adm ni stration of the jail.
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Performs any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be net before the filing deadline for application for adni ssion
to the test.

Must neet all requirements of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of pronotion, but before beginning work in this
cl ass, nmust pass a nedi cal exam nation prepared and adm ni stered
by t he Appointing Authority, designed to denonstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or without accommodati on.

Must possess and maintain a valid driver’s license.

Must be a regul ar and pernmanent enployee in the class of Police
Captain with at | east one year in that class with the departnment
i mmedi ately precedi ng application to the board.
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